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Creating a Contract & Agreement Report by Contract # 
 
Log in to BRIO as you normally would 
Select “Other Reports” 
Select Contract/Agreement Summary Report by Contract 
 

 
 
 
 
Enter your USERID information 
Click “OK” 
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Select the Fund(s) from which you wish to retrieve data 
 

 
 
 
 
 

Select the Location”. 
Click OK 
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You can either input a specific Vendor Code or select “Ignore” for all codes for the Funds 
from which you wish to retrieve data 
 

 
 
 
 
You can select a specific Contract # or select “Ignore” for all Contracts for the Funds 
from which you wish to retrieve data 
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Then you wait for it to retrieve the data and… 
 
TA DA – you have your report…. 
 

 
 
 
Just a reminder in building reports of any kind…..scroll to the bottom 
to ensure you have retrieved all pages BEFORE you start printing.   If 
you just look at the # of pages at the beginning of a report and start 
printing before it finishes building it, the # of pages may reflect quite a 
few less than what the report actually is.  Always look at the final # of 
pages before you opt to print.  You can always re-process the report to 
restrict the data you retrieve and then print.     

 




